LHES
%5 Aa Announcement No. NE-28-07(A)
faZAE B ZE LR —— ——
VACANCY ANNOUNCEMENT Closing Date
Amendment: Corrected the type of occupation in block 1 to RAT8: 28 Dec 06
X| %% (Administrative). Date of Issue
1B Job title (5#R Grade 4 /B EMHK LAD 3 ) EEAH 4.5 SR &P Area of Consideration
No. of X 3 MLC/IHA %28 (EBBEA)
Personnel/Manpower Coordinating Clerk #327 | Recruitment | Current MLC/IHA Employee within Activity
(AE XA NBEEBRE) 14 | XERMLCIHAEXRESERN)
Current MLC/IHA Employee in commuting
ZEETTRETS T Z R Acceptable Trainee Level: 1-3 distance L
X E#% (Administrative) [ ] #BEHR (Blue Collar Trade) [1 RMLCHARER(ZE B AE) '
2.EBB% Activity Currer;;[ MLC/THA Employee Japan Wide
Navy Exchange, Yokosuka X] 4 &B Off Base Applicant
Personnel Office 5.BEB D& Type of Employment
E)#51H AT Working Place #% 78 & 1 ;AT Tomari-cho, Yokosuka
3.ENFEEER] Work Schedule GB 40 BRI hrww) X 'LHA L1 HPT
£)7 B Work Days Monday through Friday [ % A Pérn.lanent
1756500 Work Hours  08:00 — 16:45 [JBRE Limited Term (__% /3 Months )
{KE8 Recess Period 45 minutes / day
[] %) Night Shift X % Overtime [] 4 3E Business Travel
6.FBFEANZA Duties:

Performs a variety of clerical and administrative duties on a substantially full-time basis to assure proper control of non-U.S. personnel.
Maintains personnel data and prepares requests for personnel action. Conducts follow-up on performance appraisals and suggestion
evaluations. Obtains and assembles information for revision or establishment of manpower requirements including narrative and
statistical data. Maintains liaison with CNFJ HRO, payroll office and Managers/Supervisors. Writes a variety of related reports.
Controls the work of clerical support personnel in the office.

Performs a variety of clerical, procedural, and assistant work servicing non-U.S. citizens in a computerized or manual system. In a
computerized system, determines appropriate coding and operates remote terminal and responds to computer queries for coded data.
Working knowledge of the operations and terminology of the personnel specialty, e.g., classification, recruitment, placement,
management-employee relations, employee development, personnel system management, labor relations, etc., is required in support of
one or more specialized functions.

Operates a government vehicle to transport personnel/documents as required.

Performs other related or incidental duties as assigned.

1T.EEEH . BREH Qualification/Physical Requirements

a. One year of clerical, technical, or administrative work experience in any field OR completion of 4-years college/university in any
field.

b. Must have a GOJ Ordinary Driver’s License (AT limited can be accepted).

c. Knowledge of regulations and procedures for [IHA/HPT personnel actions such as employment, termination and replacement.

d. Skill in operating personal computer such as Microsoft Office.

e. Ability to communicate effectively and courteously with all level of personnel.

f. Ability to speak, read and write English at fluent proficiency level (LAD-3).

g. Ability to speak, read and write Japanese at native language level.

*An applicant who does not fully meet the qualification requirements stated above may be considered at a lower grade level as below:
1-3: a. One year of general work experience OR completion of 2-years junior college/2-years of technical school or 4-years degree in

any field.

*A handicapped applicant may be accepted, depending on the degree and kind of disability.

HEE A English Language Proficiency : [ WA %: L None [ |#0#k Basic 19 # Intermediate [X]_E#% Advanced []4¥EXM&EEF Exceptional

“#F Educational Background : N/A | $25%5F. & T 5 License/Certificate Required : See block 7 & 8

B

= s .
8.12H 9 % 4 M Application and Associated Documents Working Condition




*[X] 22 & it S FR#K Application for Vacancy Announcement
*X) E PR FEIRFEZE Resume of Specialized Work Experience
*MEE AL Complete * in [] BAEE T Japanese [X] %38 T English [ ] £% 5 T3 Either
X BABHRETOLEEBHEEEGERFENT L (ATERESL)
Copy of GOJ Ordinary Driver’s License (AT limited can be accepted)
LT SEBHZEDE L Copy of Certificate
X HEBOREANZIIAT 5L DD E L Certificate of English Proficiency (Copy)
X80 PUIF L. BEBEOEREES F/T- KL EE UV RIEAHE (12cm x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and an 80-yen stamp (MPS is unacceptable.)
X BAREEUNDA L, NEAZRIERV/NRKR— MEIEODIE—

For non-Japanese citizen applicant, copy of Alien Registration and Passport/Visa Copy

9. IEEEIRHS Office to Submit

RER (F MLCIHA $¢%8) &8 GERERA) TR, BHANEVFEY, LESERHYZEMEADE V., #BX/IR
HLTTFEL, BERUIARE, (HROBXAEARS— FEHFHAV VS —TORERAMIRHEAEFH 060 0FX
Y, FWO100KETIRIEAIAEETT, )  Office to submit is different for Current MLC/IHA Employees versus Off Base
Applicants. Please ensure to submit required application documents to the right office. Applications must be received by
the closing date of the Vacancy Announcement. (Application Drop Box under the HRO Gate Office counter is accessible
from 0600 to 0100 at night.):

CER) LEEB 4B “SHKEHE" 4% MLCIHA REFADHDHE. N CGERER) HroDEEEEEENDELGYFE
TOTIEET S, When item #4, “Area or Consideration” above shows “Current MLC/IHA employees” only, Off Base
applicants will be rated ineligible.

1. A (3 MLC/IHA €% 8) $RH5% Current MLC/IHA Employees must submit to:
T238-0001 #ZEJIIEEBEETAMT 1 ZFih, Box 22 T238-0001 1 banchi Tomari-cho, Yokosuka, Box 22

KBEHBEEEMBARAANERE (N132) COMNAVFJORJAPAN, Human Resources Office (HRO) Yokosuka
AM#R/Extension 243-8152 JN Employment Division (N132)

2. NE (GEfERE) RS Off Base Applicants must submit to:

T238-0011 #HZ)I| RHEZBE HKHAVEE 1-6 FFEEIL 4B  T238-0011 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
CREIRESHBEFFEIEMEHREEE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—& Management Section

BEEEES Phone  046-828-6959

TR BRE—EE. 0830-1730 (HAMDERB %R <) Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays)
*BRAFHZEO CEMIECELICTEMWLAEHE TS, Please contact LMO/IAA for questions on conditions of employment.

10. EEFEAEHH For Official Use

AR IXAHE  Activity POC : Akira Tominaga FEE (DSN) 243-5149

PD No.: NEX-PERO-006 | PD is accurate and current. Certified by Activity: at | HRO: AH 12/20 ah 12/26

EEEZmEZLTVWEWNMEES EEZDOXRRIZEY £ A, Incomplete applications will not be considered.
RHESINF-ICEEREIEHBIRL LEEF A, Submitted applications will not be returned.

RBEXH, DBEFRENES OBRULDES. HERBROBEBRALHY T,

$F5I5AT - SRR - KB LK. XEBOMETERICHSAEEMEAHY T,




